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This monograph, developed to provide some ideas about the initial 
considerations of an agency contemplating the use of auxiliary personnel, describes 
the types of auxiliary positions that might be established, administrative planning 
necessary and the factors to consider in developing and establishing the positions. 
The decision to use auxiliary personnel is based on the conviction that there are 
differential needs of clients that may be met by persons with an educational and 
experience background in fields other than social work. Auxiliary positions relating to 
aaministrative procedures are: administrative aide, research and statistical assistant, 
and welfare assistant. Those in direct service to the clients might be a household 
helper and homemaker, or a neighborhood worker. Specific details are described for 
assessment of needs, scope and content of services, analysis of organization and 
staffing patterns, restriction of fobs, written politices, supervision and training, 
program evaluation, and community relationships. Illustrative job specifications for 
use in the development of class specifications for auxiliary positions for family 
services In public welfare agencies are included, together with information on how to 
adapt and interpret them to reflect specific programs, job content, and agency 
organization. (FP) 
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PROVISION OF FAMILY SERVICES IN PUBLIC WELFARE . J 



OECEMBEB 196? 



f 






C0 U.S. and muaeb 

LO 

a OEPICE OP 0!HE SECOT3!ABX NEIiPAEE ADMINIS2IRAIOION 

O Division of State Merit Systems Bureau of Pamily Services 

>• 



ERIC 






gjhe Bureau of famiJiy Serviees lias long lieen couccamed atiowt utilization 
of Staff iUi pubMc welfare agencies aisinisterljjg p^Hc assistance 
prograaiSf A staff cwnittee has Been engsged in dev^oping guides that 
State or local agencies riay use in developing st^fing patterns, 

The focus in this monograph is on the dev^-oproent of various 1^^s of iohs 
auidliary to administrative and social work Jobs in order to carry out 
“broadened services to the client population of tM pilblic assistance pro- 
grams# The duties of these ^ohs ore such that they may he filled hy 
personnel with less than a college education# 

m recognize that there should he opportunity for ^sperimentation in the 
imaginative use of such staff mid hope that these suggested guides idll 
he useful to State and local agencies as they plan for eaploying auidliary 
staff# If an agency should decide to m^periment with the use of aindliary 
staff, we recommend rcr^ew of Chapters I and IX of the moiK^gifaph on 
Utilization of Social Work Staff With Bilferent Bevels of Bducation for 
ImiJijy Services in Fdblic Welfare in coimection with the plmming for 
use of atndliary staff# 
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Xheye a^e ta«lcs in the eociaX welfare field which can he performed eg,ual^ 
well and often better, hy sts^f other thmi the social werher# Seme services 
which a public welfare agency may choose to offer ^e n^ ^ecificaHy a 
of the social worker’s function# Xn view of the wide^read interest 
in training personnel o furnish auxiliary services in c<^unity agencies, 
this mono|p?aph was develcped to prerdde sesae ideas about what 2m 
shoiOjd consider in plonnSig to augment its program by __ 

However* atixiliiu?y steff does not s\d?stitute for staff regpired to fulfwJ. 
the a^ncy*i obligation to cara?y out the pro^^ f<»? which it was legl3y 
estabidshed# Xlms, in isnall local agencies idth few social worhers it may 
»ot De pruoticaUle to enploy staff. 

Shis monograph discusses briefly tbs ^58 g£ auxili.ary positions that might 
be established, 'the administrative planning necessaxy, fact<^s to con- 
t sider in devel<^i^ and establishing the positions, and iJiisstrative class 
. specifications# Heither the factors fox* consideration in adiainistrative 
p1ft.pyt4pg xn^r the illustrations of class ^ecifications ^e intended to be 
Inclusive or to substitute for the csrefiO. planning that must be carried on^ 
by State and local d^^psrtments and meidt system agencies develcping the posi- 
tions# Bather^ the material is intended to serve as a guide in that planning# 

The social welfare mai^ower study, the public ,wocial welfare personnel 
report, 1/ and requirements for program ^^ansion restating from the »ocial 
Security*^t amendments since ISoO — especially the 19o2 amendments for 
broadened services — have highlighted the personnel shortage in departments 
♦ of public welfare# Several ways and me^s of attaching aj^ alleviating the 
problem have been proposed# iiies® inifLude development of the 
lines for social work positions (see "Utilization of Social Work Staff with 
Different Levels of Education# ##**)? establishnient of conditions which are 
conducive to recruitment and retention of staff, esepansion of staff develop- 
ment and training programs, and rea3Hgnment of staffing patterns whereby a 
wider range of majopower resources is made available for meeting the differ- 
ential needs of clients and also for providing a base for a work career. 



l/' Salaries Imd tto of Socii^ Welf^el^ ^ 

A survey conducted “by the U# S# Department of Labor Statistics in 
cooperation with the National Social WeKare Assembly, Inc#, and the 
U# S# Department of Health, Education, and Welfare# 

Public Welfare Personnel - 1$^ - Joint Deport of the Bureau of Family 
Services ^nd the Children * s Bureau of the Welfare Administration, U# S# 
Department of Health, Education, and Welfare 




•» g •* 

for many years p«toXic and voltmtary social agencies have used auxiliary 
personnel in imaginative mys to facilitate the social worHer’s 
Althongh titles, ej<perience, and educational hachgrounds varied, generally 
the basic function of these assistants was one of a facilitating sea?vice to 
clients 5 they performed certain tasks not requiring the special skills of 
the social work staff# PiSjlic welfare agencies have tended to use auxiliary 
personnel in performing tasks of a clerical and procedural nature, yfcmom 
voluntary agencies have made use of their skills in providing selected 
direct services to cl**'-iii5s# 

frm the ej^periencc gained in past experimentation, State and local public 
welfare agencies will want to give additional thought and planning to maxi- 
mizing the contribution staff in auxiliary positions can make to iuprove 
agency services fhc decision to use atusilicncy personnel is based on the 
conviction that there are differmtiaX needs of clients that may be met by 
persons with ?n educational and ej^erienced back^otmd in other than social 
work* # A new look should be given to all possible places where such per- 
sonnel may augment on-going work in the agency# Experience has shown that 
utilization of a variety of auxiliary personnel properly trained and coordi- 
nated to perform specialized tasks would result in more efficient use of 
social work personnel and provide better service to the client# 

l?ynes of Auxiliary Positions 

SoRcrally, the auxiliary positions that Bight be established in public 
welfare ageneieo woulcl be' of two typoos one, fhoca that are adulnistrative 
in function, that ic, assigned tasks dlreo'sly related to administrative 
procedurec ncceosary to provide serviceo, and two, those that involve direct 
service t© cliesits# The direct service fooStians may eneoapaso a category 
of neighborhood worker, or they may bo eitablished ao a separate class* 
Illustrative opeeifieationo are included at the end of this chapter* 

I* Administrative Procedural gervice 

Several classes of positions in this field may be utilized in State or 
local offices, Two are suggested? 

A# Administrative Aide - A staff member who would perform a grovp of 
related tasks that are essentially administrative and clerical in 
nature but are parts of the social worker’s job# The major function 
of personnel in this position is to provide direct services to the 
social work staff. In assuming major responsibility for clerical 
tasks the aide understands the procedural operation of the tasks 
assigned# 

B# Research and Statistical Assistant, Welfare Assistant - These are 
titles illustrative of a type of administrative assistant position# 
They require a higher level of responsibility and judgment than the 
administrative aide# It is possible to use positions of this type 
in a variety of settings in a local agency or the State office. 
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AuBi&mnU might incXiide suiiute^ee of the 
service directory and resowce fiie, changes procediir s^ 

and informing sociaX service ttaff of changes affecting case 
pannning; or%^h as an assistant to field super^sors ^d agency 
mecielists, Aa escasrple of the latter would he an assisttot 
worhing with the medical review team^ or as library assis^^t to 
staff dcvelopsent personn^. The Beseech and 
tant is an exa^le of a type of administrative 
order# The Welfare Assistant is an escaa^le of how tMs ^sition 
he used in the social service department of a local agency# 



II. Pirect Service 

Classes of positions here relate pr^py to loc^omces ^ 
provide a variety of direct and indirect services iMch are 
ate for the agency to furnish in assisting famili es or individuals# 

Two are auggesteds 



A. Household Helper and Haaemalcer - Sta^ aemhers in 

would ^toction as an out-reach of the agency, serving ^ients an 
their own homes or facilitating their movesmnt about the cM«in|ty# 
Distinction can he made between Hous<^old Helpo? and 
Miny persons Mve the ability to direct the <>f t^^ 

hmmg, but do not have the ph^-iicsl 

work# Under these circumstances. Household Helpers wwld p^form 
routine time-limited tasks under the client’s si^ervision# House- 
hold Hf^per positions may be filled either by mn <n? by women, 
defending on the nature of the duties to be performed | ^ereas 
Hooiemakers are genffical3y recruited from the f^aale populai^aon# 

Homemakers may perform many of the same houseke^ing twks as 
Household Helpers. However, the essential 

xflsPlier’s work is the underst andin g they bring to the family or h 
individual situation, and the degree of responsibility for care 
and assistance which they are able to assume# 

B. Neighborhood Worker - Forming either a part of se^ce 

class or an independent class, staff wo^d function throu# 
informal contacts in neighborhoods to help individuals and famil s 



z/ service in puoii£i^si^^ce 

Homemaker Services in Publ ic Welf^ej 

U. S. Department of iiealth, Education, and Welfare, wejp^e Admjujistration , 
Bureau of Family Services# Report of the 19^. 

Hommaaker Services# New York, National council for Haoemakcr Services, 

asror ^ 
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jijake me of py3?Xtc ¥«afacce geryices, aiid to find uelghtiorhood 
XeadorsMp, encourage it, and give it directiofi# Xn public 
velfare agencies these positions would he directed priraaa?i2y 
toward utilization of public welfare services and cciimunity 
resources appropriate to individual and fc^dly needs# 

Mtninistrative Planning 

Any modification of the staffing patterns of an agency should hegiji with 
program and organizational decisions relative to program objectives and 
organization# formulating ohjectivew for the tnidertaking and determining 
the steps necessary to attain thm is something in -^/hich everyone in an 
organization is interested and concerned# Since any change, modification, 
or new proposal ult5mate3y affects staff functioning, appropriate staff 
should he made aware of and tahe part in the administrative planning# 
frohahly there is no worh more inportcmt in the development and successfifL 
ii^lementation of an ^mderta3sing than ^'planning#” ^This Involves the assess- 
ment of agency and coramunity services, the identification of gaps, the 
reeHstic anticipation of futwe prohlems, the analysis of strategy, and 
the correlation of strategy ai^ detail. ^ Successful planning cannot he 
achieved unless every couponent of the organization contributes its share 
to the tot^ result# 3Jhe practical operation of the inning process re- 
quires administrative leadership cos&ined with frequent, informal meetings 
between individuals chau?ged with specific areas of responsibility# The 
process must be a two*4ray street in which thore is discussion of the 
effects the proposal would have on every aspect of administration, program 
development, issuances of instructions and manuals, supervision, training, 
or fiscal matters# 

Attention is thus directed to ihe administrative planning pidjlic welfare 
agencies need to undertake in developing, establishing, or realigning 
auxiliary positions, if maximum and constructive use is to be made « of the 
personnel onployed and if benefits to clients are to be derived in imple- 
mentation of the auxiliary services# 

Agencies should determine the range of clients* needs for services, pro- 
gressing to the Mnds of auxiliary services that would supplement the 
agency's social work services. This determination involves availability 
and adequacy of staff to carry out the program properly, as well as differ- 
entiation of the specific needs to be met through each of the agency's 
service methods, such as social work, volunteer services, and the related 
auxiliary services# While some of the on-going service activities and those 
of auxiliary staff may be in the same area, the differential lies in the 
sccpe and purpose of the service activity# For example, some of the 
auxiliary direct services concern activities that are also appropriate to 
volunteer service. However, volimteer services may be more appropriate in 
many instances because they uniquely epitcinize, for the clients served, the 
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interest, concern, and often the resources of citizens in the 

and provide a iaa;|or aven’^e to the devel^jBient of citizen and c^uramity 

understanding# 

3?he scope and content of the agency’s totaX services and the goals and 
purposes of the auxiliary services should he clearly stated and specifi-^ 
ca31y interrelated# In hroad tersis, the cost, g,uality, and tiiae limits 
for achieving them should he estahlished# Appropriate staff should he 
involved in evaluating the need for auxiliary staff, and the contrihufcion 
such staff could make to achieving the agency’s oh^jectives -with ma^dmm 
elfectiveness# 

(There would need to he an analysis of the org^ization and staffing plan 
for possible restructuring of ^ohs# (See Chapter H# "Using the Guides 
for Class Specifications for Auxiliary Positions for Family Services in 
Public Welfare #) Planning and building the organizational structure may 
involve several mod^s, indudisg a multi-functional approach# Such an 
approach may he throu^ the estahlislmient of a series of job categ<n?ies 
essentiril to the services the agency offers a? intends to provide* Different 
situations will suggest different utilizations, and ^ohs can he defined in 
fimctiond terms to permit effective use of staff with di:^erent educational 
hacJ^rounds# (She agency will need to ccmsider the extent of position 
changes, position descriptions to he develcped, their approval, recruitment 
of applicants, the examination and selection process, and the time limits 
necessary to coi^lete these st<^s# 

(The agency must clearly is^ecif^ that auxiliary staff employees under 
the merit system, distinct feom individuals ^king on ccmmmiiy work and 
training projects or serving as volunteers#2/ As employees under the 
merit s^toa, they are entitled to the same benefits and obligations as 
other agency ^lcyees*|i/ Among these are retir^nt, unea^l<yment compen- 
sation, health and ho^ital benefits, annual leave, educational leave for 
^eciaUzed training, and liability and property damage insurance* liability 
Insurance is of particular iaportance for direct service personnel when 
their duties invdve direct contact with clients in entering their homes 
or transporting them* 

Job functions, duties, and responsibilities of all positions should be 
defined in considering use of auxiliary personnel* It is from the analysis 
of these position functicms that parts of the social work job and st^le- 
menting services not req.uirinj, the skills of the professional or other 
administrative persons can be determined for assignment to auxiliary 
personn^* 
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Volunteer Services, IT* S* Department of "lealM Iducatlon, and Welfare, 
Welfare Administration, S^t. 30, 1964. HB 3V-34^, Camr^ty W^^ 
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OJIieye viJJL n«ed to lie identification of duties performed l?y social worl« 
and other staff vithin the existing structure of the agency. Consideration 
should he given to possihie prohiems deveXcjping from use of auxiliary per- 
sonnel in coordinating voric, imd folloifing prescribed channels of ccmnmni- 
cation within and outside of the agency. 

Written policies should define the auxiliary function and activities, 
Procedures should provide for efficient flow of worh# and for effective 
coHsmmication of information. Plans should be made for adequate office 
i^ace, equipisent^ supplies, and facilitating services. 



Consideration should be given to other aids and facilitating services the 
agency has established or plans to establish, such as work simplification 
and procedural methods, to prevent delay and red tape in accomplishing 
program purposes. 



Siqmrvision and training should be continuous and adequale, and equal in 
qimCity and quantity to that in other divisions or tmiti. 

Svpervision should be limited to one person. If, in the organization*^ 
pattern, an administrative aide a welfare assistant is assigned to a 
unit of SQciJsa workers, siqiervision by the unit s^crvisor, rather thwa 
by the various social workers in the unit, would be conduci*^^ to maximum 
productivity laid an orderly flow of work. 

Supervision of the neighborhood worker positions should be provided by staff 
in the social work series, including personnel with a specialty in groip 
work or community organization and having Knowledge of, and responsibility 
for, the espected outcome fr^ the tasks assi^d. 

In reference to the non«professional ^d non-administrative neighborhood 
workers, sometimes referred to as indigenous personnel, soeae principles 
concerning training and effective use are emerging. Content concerning 
their roles, riahts, and responsibilities, and relevant agency regulations 
and procedures needs to be taught early and reiterated as they move into 
their work. On-the-job practice concurrent wi.th class room teaching should 
begin within the first week, so that the individual applies what is tau^t 
and learns by doing, as well as by seeing the reality of a job to be done. 
Stpervision using the group discussion method provides for colleague sharing 
and does not place the supervisee in a one-to-one relationship which ma^y 
such workers have not known in their previous life experience and do not 
knew how to use productively. Supervisors need to be constantly alert to 
role confusion that may arise between such workers and the professional 
staff. Frequently the professional staff iimy be reluctant to relinquish 
certain functions they have performed in the past, and thus fail to support 
the new staff or consider new ways of working. 

Agencies should periodically plan to review and evaluate the operations of 
the new auxiliary services in terms of their purpose and consistency with 
objectives, revising or curtailing, where necessary and appropriate, 



m ^ m 



tov toproweiit# In orcler to jnaica o^;^ective yegarding^o 

ei^eotty€>n@i@ o^ tU© sorvloss^ tli© Q-gonoy sliould ^yovid© j^poytwjg^# 
Keporting shoiflld imm the oh^jective of fulftning a necegs^ or mmoia 
piJpose, and the tnformtion reported should he used# R^ort^*g vhieh 
di^Ueates infoamtion availahle elsewhere should not he reg^'ed# 



Pidjlic Interpretation and ccciminity relationships are involv'ed to the 
ningj inasmuch as seances are a part of the agency’s responsibilities^ and 
^public welfare agency is a community agency# Ihe agency must worh with 
aH other cooiaunity agencies arid tise them effectively# Other ^encies need 
to he informed regarding the current program and sean/lces of the puh^c 
welfare agency# Careful attention should he given to interpret^ the 
variety of services and the responsibility of the many r<^resen^tiv^ of 
the agency with whan other agencies and individuals might ccmie to concact^ 
as a part of the public relations program of the agency# 



3Cn summary# the past few years have .brought many changes toi the philosophy 
of welfare adcdnistration and to basic welfare legislation# . 

changes create a need for organizational modifications to the adJ^str^ive 
agency which* in turn, call for revisions to its classificati^ p^# ^e 
ohjiectives of the jrogram are reflected in the agency’s organto?’'^®^* 
divisions are created, others are shifted to emphasis or di^ributed 
throughout other branches# Duties and re^onsibllities of staff, in tuofn, 
are changed# 0?he classification process follows program and orgi^zatio^ 
^cisS. to this way, class specifications which accurately reflect the 
i)oh content, the program, and the organization serve their purpose as aids 
to improved administration# 
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CHAPTBK II 



VBim GUIDl f(B CX*ASS Si^XFICATONS FOR AUKIIiIARY 
POSKPIONS FOR FAimy SERVICES IN PUBLIC WELFAim AGENCIES 



The i^ecifications incltided in this piiblication shcmid he regarded as 
guides or illustrative materials to he used hy State and local welfare 
officials, in conjunction with personnel specialists, in the development 
of class specifications for auxiliary positions for family services in 
phhlic welfare agencies# They should not he regarded as ready-made 
substitutes for the careful planning and technical work which must he 
carried on at the time of insta3Llation or revision of a classification 
structoe for the pdblic welfare agency# Class f^ecifications will not 
serve their proper purpose as aids to iiiproved administration unless they 
reflect accurately the program, joh content, and organisation which exist, 
have been planned and approved hy responsible program officials# The 
classification process should follow, rather than precede, program and 
organizational decisions# A vitally necessary first step in the establish- 
ment of a classification structure ija any occupational area is consider- 
ation and resolution, insofar as possible, of program objectives and 
organization* 

The specifications should not be interpreted as rc ulring adherence either 
to a \miform classification structure or to a single type of organization 
or procedure. The classification structure suggested in the guide is 
intended to reflect the kinds and levels of work that would be found in a 
unit organized along the lines which leading authorities in the field of 
welfare accept today#^ Thus it is possible that seme jurisdictions may be 
able to use the suggested framework without substantial modification# 

In some cases, however, adaptation will be necessary, depending upon such 
factors as the scope of the program and the size of the organization# In 
instances where a new organization and new positions are involved, the 
specifications would need to be developed by State and local staff having 
a comprehensive knowledge of the State and local programs# 

The Classification Process and Its Uses 

The basic technique of position classification is the grouping together, 
in categories or classes, of those positions which are sufficiently 
similar in duties and re^onsibilities so that they can be treated alike 
for various administrative purposes# 

The most important use of the classification plan is its application in 
personnel administration. It is a tool in recruitment of qualified 
applicants# It is essential to the development of a valid examination 
program. The written examination should test for job-related knowledges 
and mental abilities, while the oral examination and the evaluation of 
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reference# ebcniXa esses# tliose persenaX gpaXities necesse«?y for effective 
interpersonaX reXations* The education and e^erience req^reroents are 
necessary to deterjaine ^dho is eXigitXe for adnission to the exaroination. 
J^ucation and esgaerience say he a wsi^ted part of the examination and he 
rated as to quaXity and extent# 

A cXassification pXan also inrovides standard titXes and a cownon Xanguage 
for personneX actions and hudgeting.' Xt is an aid to stjpervision and 
staff evaXuation# is the foundation for the deveXcpient of a sound 
saXary pXan#>- If the levels of responsihiXlty are cXearXy defined they 
viXX serve as an aid in providing for consistency of salary ranges as veil 
as a guide to nhat the saXary ranges should he in the total ^JurisdictionaX 
salary plan. The cXassification plan is useful in encouraging anpXcyees 
to plan a career in the agency^y pointing up the opportunities for broader 
rei^onsihiXities and the requircfflents for advancojent* 

Developing and Bevisinp; CXasaification Plana 

The review and revision of the cXassification plan for welfare positions 
should involve the utilisation of a nuroher of resources wid teclujiQues in 
addition to the guide specifications # After policy decisions have been 
made about the organisation of the program, 4ob descriptions should he 
prepared describing the individual duties and responsibilities and should 
be supplemented by baclcground Information including supervisor a* coKCjents, 
program statements, organisation charts, reorganisation p3^s, and other 
aimllar materials rating to the function# The develcpment, from this 
information, of a workable classificaticaa sch^ necessariay involves a 
cooperative effort between the program officials and any personnel 
specialists in the public welfare agency and the merit systmi agency. In 
order to have ijmximum value, the specification should conform to the 
established format used in the iurisdicticm and should include all features 
iddch prc^am and personra^ ipecialists in that State are accuatcmed to 
utilising. The reaponsibility for the actual writing of the ipecifications 
may be a function of the classification staff of the merit system agency. 

The guide specifications can be most useful at two points in the development 
or revision of the agency classification structure. After initial review 
of the job and program information, program and personnel specialists can 
consult the guides as one possible approach to setting vg a class series, 
which is a sequence of related classes covering all levels in the occupa- 
tional area and arranged in ascending order of difficulty and responsibility. 
Once the basic class structure is decided tpon, the guide specification can 
be a tool in the preparation of the various sections of the specification 
and, in some instances, may provide the actual language used. Caution 
must be exercised, however, to avoid adopting language from the draft 
specifications which does not represent the facts concerning the program 
as it is in the jurisdiction# 

Most specifications begin with a definition# This should be a clear, 
concise statement of the major responsibilities of positions in the class 
which will be meaningful to persons not familiar with the service. 



Supervision receivoa anft exercised tjy tocwmbents of positions in tlie c3^ss 
sl^ouXd ‘be clear^ stated so that an organisation chart coid,d he deveXcped 
fvm these statenentSf 

There should he a sufficient nuffiber of ^cauples of starting ifith the 
nore responsible, to cover the range of activities hut not the detailed 
tasks* Each example should he expressed in the same grasomatical tom$ for 
exaiple, in the sarple specifications each duty is introduced with an 
active verb* 

The minirtum gpalifications should include stat«»nts of education and 
ejiperience essential to effective functioning in the class or position* 

It should he resseiibered that these are ininimum regdi^ccuents, wid they 
should not he so narrow as to rule out ell except those with an ideal 
background* 

The jninimum Qualifications should also include those knowledges and 
abilities which the personn^ shcoild have gained through the reguired 
education and ^perience, plus the personal characteristics necessary for 
effective performajice* In describing the level of knowledge, a consistent 
pattern should he followed. There are »ai^ terms that may he usedi in the 
sample ^ecifications in this monograph we hure used two levels, “seme 
knowledge,” and ”kncndedge,” The reg^uirements should he tpecific enough 
to he used hy the merit system and hy the agency in reviewing the appli** 
cations of candidates* 

Finally, it is worth re-«aphasizing that it is important to utilize all 
available resources in developing a cdLassification ^Ltn* The departmental 
personnel office and the merit systm office should he brought in at the 
planning stage. They should he informed of the purposes of proposed modi- 
fications in the classification plan, and inguiry should be made of them 
about agency personnel or merit system procedures i^ich are applicable* 
Other reso\3irces are the regional representative, Bureau°of Family Services, 
and the regional representative, Division of State Merit Systems, of the 
U* S, Department of Health, Education, and Welfare* The draft jpecifi- 
cations in this booklet also constitute a resource. 

As noted before, these ipecifications should be considered a guide and not 
a substitute for professional social work and personnel staff judgments 
within the jurisdiction, taking into account the needs and complexities of 
tho program* 

The administrators of State and county welfare agencies may find that the 
time devoted to a better classification plan for the agency is worthwhile. 
Such a plan, reflecting program needs and including realistic position 
specifications, should be valuable in the administrative process and in 
the development of professional standards* 
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DEFINITiaS 
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AIDE 



Perfoms responsible tsslcs “^ich are related to client needs but ‘whicli 
are of a routine nature* Performs administrative and clerical work 
related to provision of social services and eligibility determination# 
Works under close stg^rvision of a unit si^ervisor of social workers# 



mAWI iW OF DUPIBS 



Receives inquiries fTon (Clients, provides information^ and refers probloas 
to the direct service worker# 

Secures, fx(^ pre«dete^ned sources, wid verifies for accuracy' and 
cospleteness, collateral data tised by the direct service worker# 

l^aintains appointaaent schedules for Jjhe direct service worker, keying 
the worker informed of his appointments and cancellations# 

Enters informatioa and maintains housing resource and ^ob qpp^tun3.ty files# 

Keeps face sheets current and enters factual data in case files# 



Prepares and estpedites agency forms as directed by the direct service 
worker. 

Maintains the worker’s control system for periodic case reviews; school, 
medical, and statistical reports; and medical, psychiatric, and dental 
appointments# 

Provides information and escort services to clients. 

Ke^s records of his own activities and observations relating to clients 
for use by the worker in agency reports. 

Provides forms for use by clients; assists clients in completing required 
forms and securing necessary documents# 

Performs related duties as assigned# 

imam quaiiIficatiqns 

Education 



Graduation from an accredited high school 



xh •" 

Knovledges aifid Abilities 

Bom KnovrXedge of soeiaX conditions in the cocramnity. 

Some Knoifledge of the role of the agency in the ccwunity* 
Ability to establish relationships with people* 

Ability to gather and record simple facts accurately. 
Ability to communicate orally and in written form. 
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research or S3!A3JIS!3!3X3AIi 

PEFIECTION 

S2t;,rs:SiSf" ..Ss: ». wS >» 

ftssigned areas t 
EXAMPI4ES OF JiWW 

Oftthers data from appropriate aouroe records for use in agency reports, 
surveys, and plans# 

Organises and presents data in an under standaUe and meaningful manner. 

Performs preliminary review and oornpiiation of statistical data gathered 
for State and Federal reports# 

S2r4^srs:*^rss.;^ss‘“” ““ 

Performs related duties as assigned# 

urmmiA o jmwiommB 

Education 

Graduation from high school mi f leZflT 

accredited Z r«.f«oh project or basic 

escperiencc as a *fl«f»ation on a year for year 

records may ^e substituted for one year of education on a year jr 

basis yxg to two years of education. 

v«iYif3.ed fi;es and Abilities 

Some knowledge of elementary statistics. 

Some knowledge of social and economic conditions in the oommmity. 

S<me knowledge of welfare practices. 

Ability to work independently and exercise judgment. 
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A'biXity to gather faota and r^ort them acci^ately* 

jVbiXity to Xcarn and ajrpXy eXementary repearch and ptatisticaX conc^ta, 
methodi, and procedures# 

AhiXity to urite siopXe r^rts. 
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WBIiFABB ASSISSIAIW? 



DEFUiHION 

Performs renponsil)l« ROiiiinistrative tasKj related to . 

determination and social services for welfare clients. 
siroervision from social work s^^ervisor on new assignments lo\xt assumes 
independent responsitjility for designated procedures. 



EXAMPLES OF DUPISS 

Verifies selected eligibility factors in all programs by checking facts 
predetermined by the direct service worker. 

Reports a need for ±t^€Tmtim or additional search when the information 
is insufficient^ inadequate, or incomplete. 

Observes and defines clients' housing conditions, in response to specific 
requests, and submits reports on observations. 



Guides, escorts, and trwisports chi^en on educational 

trips to museums, parks, and exhibits as planned by the direct service 

worker* 

Processes DurieX olalas end detenaines i*etlier 

available from sources such as Old Age, Survivors, and Bisability Insurance 
or Veterans Administration. 



Performs records Check, such as property or insurance. 



I 



imimiiM amiPioJancm 



EducaMM 



Jraduation from hlBh school and coB®letion of two years of elation 
ui accredited university, college, or Junior 

la^rience as an adzsinistrative aide may be substituted for one year 
iducation vp to two years of education. 



at 

of 



Knowledges and Abilities 

Some knowledge of basic psychology. 

Some knowledge of social and economic conditions in the conmunity. 
Soiae knowledge of welfare practices* 
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Bom loiairleage of gross of yl^fsicsl diss1?ia4.tyf 

ATaiUty to worlc inctopeodeRtly imd to exercise judgment# 
Ability to citublisb relitioiisbips with clients. 

Ability to gstber fscts and report the* accureteJy, 
Ability to ^*ite reports. 
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HOUSEHOLD HELPER OR HOME AIDE 



Performs, imd assists families or individuals in performing ti^-l^ted, 
tasR«centered services during those periods ^dien the re^onsihle adult is 
ill, physically limited, necessarily absent, or occupied ^th othw 
responsibilities, lasK direction is provided by the client. Administra- 
tive supervision is provided by a stpervisor of hasemakers, 

EXAMPLES OF DtHIES 

Stays in the home vith hcsiaebound aged or ill persons idien the re^onsible 
adult jflust be absent for short periods of time. 

Helps clients in maintaining a clean and neat household by performing such 
tasks as swe^^ing, dusting, mopping, and making beds, 



Escorts clients to designated c<miminity facilities. 



Babysits in client’s home or in mm home for short periods of time vhen 
the rsiponsible mother must be tesporarily absent. 



Eapties trash and garbage cans ¥hen the rciponsible adult is physically 
unable to do so. 

Performs specific shepping tasks. 

Maintains and improves the client’s living conditions by performing such^ 
tasks as cleaning and waxiDg floors and furniture, and cleaning and vashing 
nindcms. 

Assists clients during relocation from one residence to another by packing 
and unpacking personal belongings, household aate3?ials, and other equipment. 

Performs related duties as assigned# 

MDUMUM Qjmwiomim 

Education and Experience 

Cocpletion of six yeKes of schooling, and tiro years of eiq^erience involving 
the care and nelfare of children, the iH, or the aged or running a house- 
hold or making minor household repairs. Additional experience smy be sub- 
stituted for education on a year-for-year basis. 



KhowledRCs md iVbiXltieg 

Gt, mA the ibmty to ii*e, h«»ie htiid toole end/or hcmiiehoM 
e;igroMfmce9* 

Ability to reed ma tcjOeretimd En#iih# 

Abi?.ity to foUcnr iiwtructioai# 

Ability to eitebliih reletloneMpi nith client!. 

Soeclel Bequirigoentg 

(WNeM>*Wpi ji.i i i i i |i- i i in p p p i i g lULfil 

Good phyeicel end laentel heelth. 
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P??ovidcs families or indivicluals iritli personal care and emotional warmth 
while performing household and heme management jTimctions to strengthen 
or maintain family life and promote capacity for self -dependency or self- 
care. IDuties are performed under the supervision of a social worher. 

mimms of duties 

Helps the responsible adult to organize and perform household tasks req^^ing 
sldfil. or knowledge, such as budgeting of money and timej meal planning^ 
and household task planning. 

Prepar^meals, makes necessary household purchases, and maintains the 
household, 

Inproves clients* capacity to ewe for the family by demonstrating how 
to prepare wholescffie and appetizing meals. 

Stays with, looks after, imd la^rimges suitable activities for children, 
the aged, or the ill. 

Feeds and dresses chUdren, and assists them with care for other personal 
needs. 

Performs related duties as assigned. 

MIHIMUM OMIFICAglC^ 

Education and Experience 

Ccmpletion of eight years of schooling, and four years of esiptriettce in 
the OA'ganlzlng and running of a household and the care and welfare of 
children, the aged, or the ill. Additional experience may be substituted 
for education on a year-for-year basis. 

Knowl e dges and Abilities 

Knowledge and ability to organize iur*d manage a household. 

Some knowledge of, and ability to use household appliances. 

Ability to read and write English. 
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STaecjUil ReouireBfente 

Good pliyiieftl ft»d ntnttl lieiXth» 
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NEKHIBaRKOOD WORKER 



PEPIWIIIOH 

Provides neighijorhood residents ifith information concerning availatJie 
welfare resources, and si:^orts and lielps tJiem to taije needed action# 
Provides infornmtion regarding the neighborhood to the welfare office# 
Duties are performed under the s\:g^ervision of a soci^ worker# 

mMmMB OF DOTIES 



Initiates, renews, and maintaibis open channels of comnunication between 
the welfare office and nei^borhood residents# 

Provides staff members with information regarding the needs, resources, 
and problems of the neighborhood, based on first-hmjd observation, 
informal interviews, «md personal esiperience# 

Supplies needed information to neighborhood residents regarding the 
services and resources of the welfare office# 

Guides and assists neighboitoood residents to a Jmowledge and understandiJBg 
of available and appropriate community services and resources. 

Helps neighborhood residents to utllijse the services of the welfare office 
and other ^pr^riate cccttusity agencies# 

Accompanies direct service worker on visits to the client *s home and 
accc»^anies clients to the agen(^ for office interview# 

Visits neighborhood residents and merchants and develops informatimi on 
avidlable housing and emplo^ent opportunities# 

Maintains affcer*hours service for clients with eisergency problems •• 
referring them to sources of help or to a staff maiber. 

Assists clients in the process of moving to, and becoming established in, 
a new residence or nei^borhood. 

Performs related duties as assigned# 

MINIMUM ftlJAIiIFXCAieiCa^ 

Sducfttion 



Completion of eight years of schooling or any enploynent characterized 



by X) ImmrXedge of the neighborhood of the type to be eerved and its 
cuXture and 2) frcgnent contacst ifith the residents of the neighborhood, 
or volunteer expo^ience characterised sicdlarly, such as a church vcnrher, 
school vorher, recreation wrher, etc, or ccepleti^ of a coppnmity 
training and ej^erience program as a nei^btxrhood iforher, Sigplqyaentj 
may be substitufeed for education on a year-for*^rear basis, 

Khgtd.edges and Abilities 

Khofledge of a nei^borhood of the to be served. 

Seme Jmowledge of comtmmity servlet pro^ams* 

Ability to folloif instructions and to iforh indfpendentdy. 

Ability to establish relationships idth clients. 

Ability to learn agency procedures and coM»ii)d% resources, 

SneciaX Ee^reaent 
Willingness to iforh odd hours. 



